AFTAB AHMED ZOUR 
C/o Dr. Abdul Hakeem Zour 

P/O Mirpur Bathoro, District Sujwal. 
Cell No: 03023997341 
Email.aftabzour@gmail.com 


SUMMARY: 


I Aftab Ahmed did Post Graduation in Economics. I have worked with Ministry of Food and 
Agriculture on Establishment of Facilitation Unit for Participatory Vegetable Seed and Nursery 
Production Program. Now I am working in Agricultural Seed Production. 

I had main responsibility, of office work related of the Project with Accounts, Financial, office, 
and staff Management and all office records. 

I have special knowledge of disciplinary matters services and business rules and Management in 
Government Sector. I have an extensive experience in the field of capacity building and with 
different projects with different NGOs. And Government Sector. I also involved in project 
management and administration at different levels. I have an intensive office work experience and 
Special focus on Accounts, financial Management, Logistic and also field work experience with 
leading service delivery focus on Seed Agriculture research, Health, Education and rural social 
issues of health, improvement & awareness. 

I also involve in the implementation in the IT field I am familiar with MS Office includes MS 
Word, Excel, PowerPoint and is using frequently internet and online computer use. I have a very 
good at report writing and have written regular reports of different kinds for different projects and 
programs. 


PERSONAL BIO-DATA: 


“+ Father’s Name: Abdul Rehman 

“+ Caste: Zour 

* Date of Birth: 18" Nov, 1974 

“+ CNIC No: 41405-4499700-7 

% Domicile: Sujwal Sindh (Rural) 
% Religion: Islam 

“* Nationality: Pakistani 


ACADEMIC QUALIFICATION: 


Degree Grade/Division | Year Institute 

M.A (Economics) gnd 2000 University Of Sindh Jamshoro 
B.A (Pass) oe 1998 University Of Sindh Jamshoro 
Intermediate (Pre. Medical) | C 1993 B.I.S.E Hyderabad 
Matriculation (Science) A 1991 B.I.S.E Hyderabad 
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PROFESSIONAL COURSES: 


Course Year Institute/Organization 
National Cadet Core (NCC) 1993 National Guards Battalion Hyderabad 
(in Government Sujawal College) 
Course in Information 2001 Dewan Farooque Institute of Computer 
Technology (CIT) Science 
Short hand &Typing 2010 Sindh Technical Board of Education Karachi 


PROFESSIONAL EXPERIENCE: 


POSITION 
Accountant 


ORGANIZATION DURATION 
Guard Agriculture Research &Service (Pvt) Ltd Continue 


1. Accountant/ 1* March 2015 to continue 
Now I am working in Guard Agriculture Research and Service (Pvt) Ltd on Hybrid Seed 


Production. 


JOB DISCRIPTION 
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Inventory Register. 

Returnable gate Pass Register. 

Non returnable gate Pass 

All corresponding to consultant offices. 

Provide technical support to Head Qatar finance and administrative staff. 

Collect Vouchers and prepare all bills of expenditure of officers / office and Send 
to Head Office for payment. 

Maintains/ repairs of assets, Machinery, Equipments and vehicles records. 

All received materials of fields and offices from head Qatar. 

Attendance register maintain and sent to head Office. 

Impress Sheet (Expense Daily) maintain on daily basis. 

To attend the meetings with consultant officers. 

Salary distributes to Lower, Labour and Other Staff. 

To check gate entry on each bills. 

Maintains all office records as staff attendances, vouchers, cashbook, logbook, 
Stock, petty book, files, field record and all accounts records. 

Record keeping of all activities and Programs. 

Handle Finance 

Maintains monthly Budget and Head of account 

Performing all other duties as requested by seniors as and when required. 

All maintain Field /Form demand requirements and Expense as Filed equipments 
and others provide. 


2 
POSITION ORGANIZATION DURATION 
Office Assistant/Accounts MINEFA (Govt of Pakistan) 5 Years 


2. Office Assistant 8th ="! 2007 till to 30" Sept 2011 


I have worked with Ministry of Food & Agriculture, Islamabad on Establishment of 
Facilitation Unit for Participatory Vegetable Seed and Nursery Production Program, at 
different stations Hyderabad, Tando Jam and Tando Allahyar. 

JOB DISCRIPTION 
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To handle administration of office and Staff. 

To assist in Office work of the Project related with Accounts 

All corresponding to consultant offices. 

Provide technical support to Head Qatar finance and administrative staff. 

Collect Vouchers and prepare all bills of expenditure of officers / office and Send 
to Head Office for payment. 

Maintains/ repairs of assets, Machinery, Equipments and vehicles records. 

All received materials of fields and offices from head Qatar. 

All reports of field’s data entry in computer. 

Coordinate communication between Administration and logistic 

To attend the meetings with consultant officers. 

To link with state bank of Pakistan. 

To draw payment and pay salary to staff. 

Maintains all office records as staff attendances, vouchers, cashbook, logbook, 
Stock, petty book, files, field record and all accounts records. 

Record keeping of all activities and Programs. 

Performing all other duties as requested by seniors as and when required. 
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OTHER CHARGE: 


POSITION ORGANIZATION DURATION 
Cashier MINEFA (Govt of Pakistan) 18Months 

3. Cashier/ 3% “* 2010 to 30™ Sept 2011 

I was also Charge of Cashier with Ministry of Food & Agriculture, Islamabad on Establishment 
of Facilitation Unit for Participatory Vegetable Seed and Nursery Production Program. 


Note: I did deal all responsibilities and matters of Cash and make Payment to actual 
Persons. 
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POSITION ORGANIZATION DURATION 
Sub Area Coordinator NCHD (PHCEP) 6 Months 


4. Sub Area Coordinator (In charge)/ 1st June to 31* Nov.2006 


Worked with National Commission for Human Development (NCHD) Thatta on Primary 
Health Care Extension Program at U.C Mehar Shah Taluka Mir Pur Bathoro. 


JOB DISCRIPTION 
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To support, supervise, and monitor field activities, 

To assess the training needs of the sub area staff as well as help them in provision of 

training. 

To ensure the production and quality of monthly and field reports. 

To ensure good financial control over the expenses. 

To ensure best possible use of staff and resources under his/ her control. 

To coordinate with other agencies for the project activities. 

To notify the seniors and take corrective actions when ever an irregularities or suspected 

and / or detected. 

% To ensure that all the field staff is appropriately performing their duties in their respective 
units as per their monthly schedule. 

% To visit each unit at least twice every month to monitor project activities at staff and house 

hold level as per guidelines provided for monitoring. 

To interact with community in the field area in order to achieve PHC object. 

To monitor records of fields staff regularly. 

To monitor knowledge and skills of field staff. 

To ensure that field equipment is being kept and used adequately. 

To conduct training of field staff as and when required. 

To identify irregularities in the field and correct/notify them to the program manager. 

To prepare a monthly plan for the next month and submit to the program manager. 

Performing all other duties as requested by seniors as and when required. 
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Record Keeping and Reporting 


e To prepare weekly Planning, Weekly and monthly reports, programme activity reports, 
monthly progress and planning reports, session reports, activities monitoring reports and 
Final reports as needed reporting to Line Manager 

e Design tools required for the implementation and monitoring of the project 

e Work closely with PM to address the need and developed mechanism to cover those gaps 

e Develop case studies, and record issues specific to area of Units, corrective steps and 
strategies developed, and lessons learned. 


POSITION ORGANIZATION DURATION 
Admin Assistant/Finance Assistant NCHD (PHCEP) 25 Months 


5. Admin Assistant /4™ Oct 2004 to 31% May 2006 
Worked with National Commission for Human Development (NCHD) Thatta on Primary 
Health Care Extension Program at U.C Mehar Shah Taluka Mir Pur Bathoro. 


JOB DISCRIPTION 

To handle all financial matters and administration of office and staff. 

To look after all staff performs their duties as per time. 

To arrange the trainings of staff and provide the all materials of trainings. 
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% Prepare Muster Rolls/ Cards. 

% To purchases office stationary, trainings materials and other office expenses. 

% All make and keep off staff and offices record as logbook, accounts files, cashbook, 
vouchers, stock register and payment register. 

** To collect the Vouchers of expenses and make bills for Payment and Send to Head Office. 

% Data Collection. 

** Make the demand of medicines, vaccine and received form HDS (NCHD) and EDO 
(Health) Offices. 

% To make daily weekly monthly field plans of field’s staff. 

** To ensure all staff fallow their daily plans. 

% To ensure all field staff make their activities and other field record. 

% To ensure all field staff to submit their reports of medicines. 

% Bank Account opening of Staff. 

% Record keeping of all activities and Programs 
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To draw the payment from bank 
To attend meetings at NCHD and EDO of offices. 
Performing all other duties as requested by seniors as and when required. 
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TRAININGS & WORKSHOPS: 


Building capacity in Budgeting 03 days Decentralization Support Program 
Admin & Finance Budgeting MIS ua nays MEET- he 

Record keeping 02 days NCHD Thatta 

Finance Management 03 days NCHD Thatta 

Financial matters of office to bank | 91 day EDO Health Thatta 

Primary Health Care 2 days NCHD Thatta 

Monitoring & Evaluation 2 days NCHD Thatta 

Social Mobilization 1 day NCHD Thatta 

Accounting 3 days Finance Dept Guard Seed Production 
Compilation & computerization | 3 days NCHD Thatta 

on Post Intervention data Survey 

Disciplinary matters. Services | 5 days Federal Seed Certification & 
rules Drafting, Accounting & Registration Dept. Islamabad 

record making 


SKILLS: 

e Hardworking, Punctual, Enthusiastic and quick learner 
Documentation 

Writing & Compiling Reports 

Good Manager & Organizer 

Social and Government Networking 

Financial and Budgeting 

Good Motivator& Trainer 

Good listening and speech skills 
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COMPUTER SKILLS: 

Having working knowledge in Computer / internet 
% MS Excel, 
“* MS Word, 

“* MS Power Point. 

** Browsing Internet 


SPOKEN LANGUAGE: 
Sindhi 

Urdu 

English 

Saraki 
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REFERENCE: 
% Will be furnished upon request. 


